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1. OBIIIASI XAPAKTEPUCTUKA TPUMEPHOM PABOYEN ITPOT'PAMMBI
OBIIENTPO®ECCHUOHAJBHON JUCITATLIAHBI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUME YIIPABJIEHUS»

1.1. MecTo McOMIVIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/IbHOM IPOrpaMMBbl

VYyeOnass aucruruinHa «JloKyMeHTallMOHHOEe oOOecreueHrue YIpaBIeHUS» SBISETCS
obsi3aTtenbHOM  YacThio  OOmenpogecCHOHAIBHOTO ITUKJIA TMPUMEPHON  00pa3oBaTebHON
nporpammsl B cootBeTcTBUU ¢ @PI'OC CIIO no cnennaibHOCTH.

Ocoboe 3HauYeHHWE MUCHHUIUIMHA HWMEET NpH (OPMHUPOBAHWU M PA3BUTUU OOIIUX
xkommnerenimii OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. leap 1 niiaHupyeMble pe3yJbTaThbl 0CBOCHHS M CIMIIJIMHBI:

B pamkax mporpammbl y4eOHON IUCIHUIUIMHBI OOYYaIOUIMMUCS OCBAMBAIOTCS YMEHUS

Y 3HaHUs
Kon YmMmenus 3Hanug
IIK, OK

OK 01, [IpumMeHATH Ha npakTuke | TepMUHOIOTUIO B o0mactu

OK 02, roCyJapCTBEHHBIE CTaHJApPTHI, | JOKYMEHTAllUOHHOTO o0ecrieyeHus

OK 03, JIpYyrue HOPMATUBHO-METOJIMYECKHE | YIIPABICHUS,

OK 04, JOKYMEHTBI,  pernameHtupyoomue | HopmarusHbie JIOKYMEHTHI,

OK 05, OpraHMu3alMI0 JOKYMEHTAIMOHHOIO | PETJIAMEHTUPYIOIIUE  COCTaBIICHUE U

OK 06, oOecrieueHus yrpaBiIcHU; opopMiieHHE JTOKYMEHTAIMH U TIOPSIOK

OK 07, CocTaBiATh u MPaBUIILHO | €e 00paboTKH;

OK 08, opopMIISATH OCHOBHbBIE Bunbl | [IpaBuna cocraBineHus u opopMIICHUS

OK 09, OpraHHU3alOHHO- OpraHMU3aLMOHHO-PACIOPSAUTEIbHBIX

IIK 1.2, pacropsIUTENIbHBIX JOKYMEHTOB; JIOKYMEHTOB, BXOIAIIHNX B

IIK 1.3. Odopmisath MH(POPMALMOHHO- | YHU(PULIPOBAHHYIO CUCTEMY
CIIPaBOYHYIO JOKYMEHTALUIO; OpraHMU3aLMOHHO-PACIOPSAUTEIBHBIX
Odopmisath KaJpOBYIO | TOKYMEHTOB, YHU(PULIUPOBAHHYIO
JIOKYMEHTAIIHIO; CUCTEMY MEPBUYHOI YYETHOU
OdopmnsaTh MIPETEH3MOHHO- | TOKYMEHTAIlUU B YAaCTH JOKYMEHTAINH 110
HCKOBYIO JOKYMEHTAIIHIO. y4eTy Tpyna;

[Topsimok  mpoBeneHUs  IKCIEPTHU3BI

LIEHHOCTHU JOKYMEHTOB U IMOJATOTOBKH JIEJT
K apXUBHOMY XPaHEHUIO.
TexHonoruto OpraHu3alnuu
JOKYMEHTOO0OpOTa B  OpraHU3aIlMsIX

(YupexIeHusx).




2. CTPYKTYPA U COAEP)KAHUE JUCHUITJIMHBI
2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHO# padoThI

Bun yueOHo# padboThI O0bem B yacax
O0bem o0pa3oBaTeIbHOM NMPOrpaMMbl y4eOHOM AU CHHUIIIMHBI 46
B T.4. B opMe NpaKTHYECKOH MOATOTOBKH 22
CamocmosmenvHas paboma 4
B T. 4. ayIMTOPHAs y4eOHAsl Harpy3Ka: 42
TEOpeTUIeCcKoe 00ydeHne 20
MPAKTUYECKUE 3aAHATHUSA 22

IIpomeskyTounas arrectauus 1uddepeHuMpPoOBaHHBIN 3a4eT HA 0a3e 9 kiacca S cemecrtp,
Ha 0a3e 11 kiacca 3 cemecTp




2.2. TeMaTH4YeCKHMI IJIAH U COAEPKAHNE TUCUMIIIIMHBI

Oo0beMm, akaj.

q/ Koanl koMmmeTeHIui,
B TOM 4HCJIe B ¢dopmupoBanmnio
HaumeHoBaHue Conep:xxanue yuyeOHOro marepuasa u GopmMbl OpraHu3amuu
pa3iesioB U TeM AeSITeJIbHOCTH 00y4aroIuXxcst (bopme . KOTOpBIX
NPaKTHYECKOH | coco0CTBYET 3JIeMeHT
NMOATO0TOBKH, NMporpaMmbl
akaj. 4
1 2 3 4

Pasnen 1. OCHOBBI JOKYMEHTUPOBAHMS YIIPABJJEHYECKOW JESATEJIBHOCTH 8/4
Tema 1.1 Ilousitue 0 | Conep:kaHue y4eOHOIr0o MaTepuaJa 2 OK 01, OK 02, OK 05,
AOKYMEHTAlMOHHOM | OCHOBHBIE CBOMCTBA JOKYMEHTOB M WX (YHKIIMHU B CUCTEME YIPaBICHUS. OK 09
obdecrneyeHUH [Monstne nokymenta. Wudopmanus u mokymeHT. Kiaccudukamms IIK1.2,TIK 1.3
ynpaBJieHusl, JOKYMEHTOB: IO BUAY O(QOPMIICHHS; IO COAEp)KaHHUIO; Mo ¢dopme; Mo
AOKyMeHTe u MPOUCXOXKACHUIO; IO CpeICcTBaM (HUKCAlUK; IO CPOKAM XpaHEHHS. )
cnocodax MartepuanbHble HOCUTEIH HH(DOPMAIIHH.
AoKymeHTHpoBaHus | [lonarue nokymeHTupoBaHus. OCHOBHBIE CHOCOOBI JOKYMEHTHPOBAHUS.

OcCHOBHbBIE COBPEMEHHBIE TEXHOJIOTMH, MPUMEHSEMbIE MPU OpraHU3alUuu

paboTHI C TOKYMEHTAMH B OPraHU3alMsIX (YIpEKICHHUIX ).
Tema 1.2 Conep:xaHue y4eOHOro MaTepuaa 2
HopmarusHo- HopMaTuBHO-IpaBOBBIE  aKThl, PETYJIHMPYIOIIME JTOKYMEHTAIlMOHHOE OK 01, OK 02, OK 05,
npasosas 6a3a oOecrieyeHre ynpapieHus. Y HU(UKAIMS U CTaHAapTU3aLUs KaK OCHOBHBIE OK 09
AOKYMEHTAIIHOHHOI'0 | HAIIPaBJICHUS COBEPILICHCTBOBAHMS [IOKYMEHTOB U JOKYMEHTAL[MOHHOIO K 1.3
olecrieueHust oOecrnieueHus ynpaBieHusl.
ynpaBJieHUs [lepeueHb OCHOBHBIX FOCYIaPCTBEHHBIX CTAHAAPTOB HA YHU(DUIIUPOBAHHBIE )

CUCTeMbl JOKyMeHTauuu. OCHOBHBIE TMOJOXEHHUS TOCYIapCTBEHHOU

CUCTeMBbI JIOKYMEHTAIlMOHHOTO obecrneueHusi ympasieHus. Cocras

YHUDUITUPOBAHHBIX CUCTEM JIOKYMEHTAIUU: OpraHU3alMOHHO-

pacnnopsAauTCIibHAA, OTYCTHO-CTAaTUCTUYICCKA, q)HHaHCOBaH " ap.




Tema 1.3 Cnocodsl 1 | Conep:xanune y4e0HOro MaTepuajia 4/4 OK 01, OK 02, OK 03,
NpaBuJIa CO31aHUA Xapakrepuctuka, cocraB u cojgepkanne ['OCTa Ha cucremy OK 04, OK 05, OK 06,
AOKYMEHTOB OpraHU3aIMOHHO-PACTIOPSAUTEILHON TOKyMEHTAUU. YHUDUIIUPOBAHHAS OK 07, OK 08, OK 09

cucreMa OpPraHU3aAIMOHHO-PACTOPSAUTETHLHON JIOKyMEHTAIINH. - IIK 1.2, I1IK 1.3

TpeboBanuss k odopmiieHHIO TOKyMeHTOB. Dopmyrsip-oopasenr OPJI.

[TpaBuna opopmieHus pekBU3UTOB, peridameHTHupoBaHHbIX [[OCTowm.

B TOM uMc/Ie NIpaAKTHYECKUX 3aAHATHIA 4

[Tpaktuyeckoe 3anstue Nel. OdopmiieHue peKBU3UTOB Ha TIOKYMEHTAaX. 4

CamocrosiTeibHas padora 2
Paznen 2. OPTAHU3ALIUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHU A 24/14
Tema 2.1 Conep:kaHue y4eOHOro MaTepuaJa 4/2 OK 01, OK 02, OK 03,
Odopmienue XapakTepucThKa M COCTaB CIPAaBOYHO-WH(OPMAIMOHHBIX JOKYMEHTOB OK 04, OK 05, OK 06
UH(POPMALMOHHO- (cmy>xe0HBIX TTUCEM, CIIPABOK, 3asBIICHUIN, aKTOB, IPOTOKOJIOB, TOKJIAHBIX ) IIK1.2,1IK 1.3
CMPAaBOYHOM U OOBSICHUTENBHBIX 3alMCOK), TpPeOOBaHUA K UX OQPOPMIICHHUIO.
AOKYMEHTAIUH JIOKyMEHTHpOBaHUE ACSITEILHOCTH KOJUIETHAILHBIX OPTaHOB.

B TOM uMciIe NIpaKTHYECKUX 3aAHATHIA 2

[Tpaktrueckoe 3anstue Ne2. Odopmierune nHGOPMAITMOHHO-CITPABOYHON )

JOKYMEHTaI1H.
Tema 2.2 Coaeprxanue yueOHOro MaTepuasa 4/4 OK 01, OK 02, OK 03,
Od¢opmienue OcHOBHBIE TpyMNMbl OPraHU3AIMOHHO-PACTIOPSAIUTEIbHBIX JOKYMEHTOB. OK 04, OK 05, OK 06,
OpraHu3anoOHHO- XapakTepucTKa M COCTaB OpraHM3AlMOHHBIX JIOKyYMEHTOB (yCTaBa, OK 07, OK 08, OK 09
PACHOPATUTENbHOM | [TOJIOKEHUS, MHCTPYKIWH, JOJDKHOCTHOMH HWHCTPYKIMH), TPeOOBAaHHS K K 1.2, 11K 1.3
AOKYMEHTAIlUH odopmiieHnI0. XapakTepUCTUKA U COCTaB PACIIOPAIUTENbHBIX IOKYMEHTOB

(mocTaHOBNIGHUS, TIPHKa3a, yKa3aHus),
TpeboBaHUs K UX 0OPMIICHHUIO.

[TonsTe NOMIMHHWKA, KOMHWHU, BBIMMCKH, AyOnukara. Buasl komuit

pellieHus, pacHopsKEeHHs,

JOKYMEHTOB, 0COOEHHOCTH 3aBEPEHHUS KOMUI U BBIMTUCOK HOTapUAIbHBIMU
KOHTOPaMH U JOJKHOCTHBIMU JIML[AMU OpraHU3alui.




B ToM 4nciie NpaKTHYECKUX 3aAHATHI 4

[Tpaktuyeckoe 3anstue Ne3. OdopmiieHue OpraHU3aluOHHO- 4

pacnopsiAUTENIbHON JOKYMEHTAIUH.
Tema 2.3 | Conep:kaHue y4eOHOIr0 MaTepuaa 6/4 OK 01, OK 02, OK 03,
Odopmienue 3asBIeHUS U IPUKA3BI 110 JIMYHOMY cocTaBy. JIndnas kaptouka popmer T-2 ) OK 04, OK 05, OK
KaJpoBoii U JIUYHBIE JIe1a 06,09
AOKYMEHTaluu B TOM uMc/Ie IPAKTHYECKUX 3aAHATHI 4 IIK 1.3

[TpakTuyeckoe 3ansatue Ne4. OdopmiieHue KapoBoil TOKyMEHTALINH. 4
Tema 2.4 [loroBopHo- | Conep:kaHue y4eOHOIr0o MaTepuaJia 4/2 OK 01, OK 02, OK 03,
npaBoBasi [Tonsitue norosopa. OCHOBHBIE pa3nieibl 10roBopoB. [Topsaok odhopmiteHHs ) OK 04, OK 05, OK 06
AOKYMEHTaIus TPYZ0BOTO JIOTOBOPA, TOTOBOPA MOCTABKH, I0rOBOPA KYILIU-TTPOAAKH. K 1.2, IIK 1.3

B ToM 4nciie NpaAaKTHYECKUX 3aAHATHI 2

[TpakTuueckoe 3anarue Ne5. OdopmiieHre J0roBOpoB. 2
Tema 2.5 | Coaepsxanue yueOHOI0o MaTepuasia 6/4 OK 01, OK 02, OK 03,
IIpeTeH3nOHHO- OcCHOBHBIE PEKBU3HUTHI U TOPANOK OPOpPMIICHUS MPETECH3UH, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBasi npereHsuro. FOpuaudeckas cimyk0a, BBIONHSIONMAS MPETEH3MOHHO- OK 07, OK 08, OK 09
AOKYMEHTaIus HCKOBYIO pa0oTy Ha npeanpusTiu. JKypHana perucTpaiuy mpeTeH3ui. 2 K 1.2, IIK 1.3

[Mopsimox odopMIICHHST WCKOBBIX 3asBICHUN W TPEICTAaBICHHE WX B

ApOuTpaxHbIil Cy.

B ToM 4nciie NpaKTHYECKUX 3aAHATHI 4

[Ipaktrueckoe 3ansitue Ne6. OdopmieHue NPETCH3MOHHO-HUCKOBOM 4

JOKYMEHTALUU.

CamocrosiTesbHast padoTa 2
Paznen 3 OPTAHU3ALIUA PABOTHBI C JOKYMEHTAMMU B OPTAHU3ALIUAX 10/4
(YYPEXJIEHUSAX)
Tema 3.1 Coaeprxanue yueOHOro MaTepuasa 2 OK 01, OK 02, OK 03,
Texnosiorust VYmpaBnenne W JATONpPOM3BOACTBO.  OpraHu3anuoHHbIE  (OPMBI OK 04, OK 09
OpraHu3anum JIEJIONPOU3BO/ICTBA. Cnyx6a JIOKyMEHTaIIMOHHOTO oOecreueHust 2 IIK1.2,TIK 1.3

JAOKYMEHT0000pOTa B

yOpaBlieHUs, OCHOBHAas 3ajladya, (QyHKIMH, THUIOBBIE CTPYKTYpBI,




OpraHM3anusax JOJHKHOCTHOM cocTaB. Pernmamentanust pabotsl ciryx0st JJOY. [IpumepHoe
(YupexaeHunsix) MOJIOKEHHUE O CIYKOe JTOKYMEHTAIIMOHHOTO OOECIICUeHUs YMPaBICHUS H

JOJKHOCTHBIE MHCTPYKIUU.
Tema 3.2 Conep:kaHue y4e0OHOIro MaTepuaJa 4/2 OK 01, OK 02, OK 03,
Ocob0ennoctu [TonsTus mpenoxkeHusi, 3asBICHUS W KaoObl. [IpueM m perucrtpamms OK 04, OK 05, OK 06,
JAeJIONPOU3BOICTBA MHCEM rpaxkaaH. PaccMoTpeHue u pa3perieHue muceM, CpoK pacCMOTPEHUS. OK 07, OK 08, OK 09
1o o0paleHusIM AHaJIN3 MHCEM TPAXK]IaH. IIK 1.2, 1IK 1.3
rPaXaaH U Kondunenmmansaoe aemonpou3BoacTBo. ['pud orpanuueHus gocryma K 2
KOH(PUACHIHANBHOIO | TOKYMEHTY. ABTOMATU3HPOBAHHBIC CHUCTEMBI PadOTHI C JOKYMEHTaMHU.
AeJI0NPOU3BOACTBA CpencrBa U3rOTOBJICHMS, KOMHPOBAHUS WU PA3MHOXKEHUS JOKYMEHTOB.

Opranuzanus pabo4nx MecT.

B TOM uMciIe NIpaKTHYECKUX 3aAHATHIA 2

[Tpaktrueckoe 3anstue Ne7. OdopmieHune oOpamieHui rpaxmaaH. 2
Tema 3.3 Coaeprxanue yueOHOro MaTepuasa 4/2 OK 01, OK 02, OK 03,
CucreMaTu3zanus [TonstTne  mokymeHtooOopoTa. OOImMe  MPUHIMIBI  OPraHU3AIUH OK 04, OK 09
AOKYMEHTOB, JOKYMEHTO000pOTa, €r0 OCHOBHBIE 3TaIlbl: IPHEM U TIepBUYHAsE 00paboTka K 1.2,1IK' 1.3
(popmMupoBaHUEe UX B | TOKYMEHTOB; pAacIpeleieHie IMOCTYMUBIINX JOKYMEHTOB; PErHCTpaIlus
AeJia M mepeaava B JOKYMEHTOB U TpEABapUTEIbHOE HUX PACCMOTPEHHE, PpPacCCMOTPEHHE
apXMB OPraHM3alMM | TOKYMEHTOB PYKOBOJCTBOM OpraHU3aluu (YUpEeKISHUS ) U HAlIPaBJIEHUE UX )

Ha HCIIOJIHEHUE; UCIIOJHEHNE U KOHTPOJIb 32 MCIIOJIHEHUEM JIOKYMEHTOB;

TeKyllee XpaHeHHe JOKYMEHTOB.

Homenknarypa gen. O6paboTka e Ui HOCIEeYIOMEro XpaHeHH s,

DKcrepTu3a IeHHOCTH JIOKYMEHTOB, 0)OPMIICHHUE JIeTI, COCTABJICHUE

onucei. Cnaya 1enn B apXuB.

B TOM uMciIe NIpaKTHYECKUX 3aAHATHIA 2

[IpakTuueckoe 3anstue Ne8. Craua gen B apXuB. 2
CamocrosiTesbHast padora 4
Bcero: 42/22




3. YCJIOBUSA PEAJIN3AIIMU OBIENPO®ECCUOHAJIBHON JTUCIIUTLIAHBI

3.1. Jlna peanu3anuM NporpaMmbl NpogecCHOHAIBLHOIO MOAYJISI JOJKHBI ObITH
NpeayCMOTPEHbI crienuaabHble MOMEICeHHS:

Kabuner «J10KyMEHTallHOHHOT O o0ecrieueHus YIIPaBICHULY, OCHAILICHHBIN
B COOTBETCTBUHU C 1. 6.1.2.1 oOpa3oBaTeabHOI MPOrpaMMBbl IO CICITHATBHOCTH.

3.2. UnopmannonHoe odecnevyeHne peaasu3amum NporpaMmmbl

Hst peanmuzaruu paboueit mporpammbl  AHO TIO Komnmemk mnpaBocynust uMmeeT
AIIEKTPOHHBIE O0pazoBaTeNbHbIE M HMH(DOPMAIMOHHBIE pPECYpChl JIi HUCIOJb30BAHUSA B
00pa3oBaTeNbHOM IpoIiecce.

3.2.1. OcHoBHas1 yueOHasi IMTEpPATYpa

1. KazakeBuu, T. A. JlokymMeHTallMOHHOE OOECIICUCHHE YMPABJICHHS: YYCOHUK U
MPaKTUKYM JUTsl cpeaHero npodeccuonanbHoro oopasosanus / T. A. Kazakesuu, A. Y. Tkanuy.
— 2-e wu3n., ucnop. u gomn. — MockBa: M3garensctBo HOpaitt, 2023. — 177 c¢. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-06291-5. — TekcTt: 37meKTpOHHBIN //
ObpazoBarenbHas iatdopma KOpaiit [caiT].

3.2.2. lonoJHUTEJbHBbIE JIEKTPOHHbIE U3IAHUS

1. Kopnees, U. K. JlokymeHTaunOHHOE oOOECIEYEHHE YNpPaBICHUSA: YYEOHUK U
MpaKTUKYM i cpeaHero mpodeccuonanbHoro oopasoanusi / U. K. Kopuees, A. B. [Tmenko,
B. A. Mamypues. — 3-e u3a., nepepab. u gon. — MockBa: M3marensctBo Opaiit, 2023. —

438 c. — (IlpodeccumonanpHoe obpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr:
anexkTpoHHbIH // ObpaszoBarenbHas miatdopma FOpait [caiiT].
2. Ky3Henos, n. H. JIOKyMEHTallMOHHOE obecrieueHne yIIpaBJICHHUSI.

JIOKyMEHTOOOOpPOT ¥ JEJIONPOM3BOJACTBO:  YYEOHMK W TPAKTUKYM JUIS  CPEIHEro
npodeccuonansHoro oopazopanus / U. H. Ky3nenos. — 4-e usn., mepepad. u mon. — Mockaa:
WznparensctBo KOpaiit, 2023. — 545 ¢. — (IIpodeccuonanproe odpazosanue). — ISBN 978-5-
534-16004-8. — TexcT: anexkTpoHHbIi // OOpa3oBarenbHas matgopma FOpaiit [cait].

3. [llysamoa, H. H. JlokyMeHTanoOHHOE OOECTICUCHHE YTPABICHUS: YUYECOHUK H
MpaKTUKYM JUIsi cpefaHero mnpodeccrnonansHoro obpaszosanms/ H. H. lllyBanoBa. — 3-e wm3n.,
nepepad. u gon. — Mocka: MznarensctBo Opaiit, 2023. — 247 ¢. — (IIpodeccuonanbpHoe
obpazoBanue). — ISBN 978-5-534-16538-8. — Tekct: anexkTpoHHbii // OOpa3oBaTenbHas
wiatdopma KOpaiit [caiT].

3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKH

1. Anp0OM TEepBHYHBIX JOKyMeHTOB: OJnekTpoHHas kHura (1 CD).- M.: UJ]
«PaBHOBecuey.- (Cepust JlenoBbie TOKYMEHTBI», BBIIL. 6).

2. PerxakoB A.I1. O6pa3iel TOKyMEHTOB Ui TpakaaH: DnekTponHas kaura (1 CD).-
M.: U] «PaBHOBECHEY.

3. CnpaBouHo-nipaBoBas cucteMa «['apanT».

4. CnpaBouHo-npaBoBas cucreMa «Koncynbrantllotocy.

5. I'oCT P 7.0.97-2016. Hauuonansubslii cranpapt Poccuiickoit ®eneparnum.

Cucrema craHmaproB 1o uHpopMauuu, OWUOIMOTEYHOMY U M3JAaTEIbCKOMY  JEIy.
Opranu3anroHHO-pacopAIUTeIbHast JOKyMeHTaus. TpeboBanus K 0hOpMIICHUIO JOKYMEHTOB.



4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUS

JUCHHUIIJINHBI
PesyabTarsl Kputepun onenku MeToabl OlIeHKH
00y4eHust
IlepeyeHb 3HaHWH, OCBANBAEMBIX B PAMKaX JAMCIMILTAHBI
TepMuHOIOTHS B | - 0pOpMIICHHE TOKYMEHTOB M PEIICHUE | - IKCIIEPTHOE HAOII0IeHUE
obiactu MPAKTUIECKUX CUTyarnui C | BBIIOJIHEHUS
JOKYMEHTAIMOHHOTO HOPMAaTUBHBIM NPaBOBBIM | MPAKTUYCCKUX 3a/IaHUM,
obecrieyeHust 000CHOBAHHEM; - OIlEHKa 1II0 HTOraMm
YIPaBIICHUS; - HCIIOJIb30BaHKE Pa3IMYHBIX | YCTHOTO orpoca
HOpMaTI/IBHBIe HCTOYHHUKOB, BKJIIOYAsA JSJICKTPOHHBIC CTYIEHTOB,
JIOKYMEHTHI, pecypesl, Menua pecypeel, MHTEpHET- | | yagmonenne mo mroram
PETIAMEHTHDYHOIIHE pecypchl, IEPUOANUECKHUE U3IaHUS TIO S
CITEIIHATILHOCTH JUIST pelIeHUS
COCTaBJICHHE u HPOGECCHOHATBHBIX 337124 - OlIEHKa B TpoIecce
odopmrerme - JIEMOHCTpAIHsS OTBETCTBEHHOCTH 3a | POPCHCHHA
NOKYyMCHTallKA U | mpunHsTHIC peleHns, 000CHOBAHHOCTD TPOMEIKYTOHHON
aTTeCTallHH.

MOPSI0K ee 00padoTKH;
[IpaBuna cocraBiaeHus
" oopmIeHUS
OpraHHU3aIOHHO-
pacnopsAUTENbHBIX
JTOKYMEHTOB, BXOSIINX
B YHU(DUIUPOBAHHYIO
CHCTEMY
OpTaHU3aIMOHHO-
paciopsANTENbHBIX
JIOKYMEHTOB,
YHU(DHUIIMPOBAHHYIO
CUCTEMY  TEPBUYHOU
YUYETHOU
JOKYMEHTAI[UU B YacTU

JOKYMEHTalu1 1o
yueTy Tpyna;
Ilopsanok npoBeneHus
JKCIEPTU3Bl LIEHHOCTHU
JOKYMEHTOB u
MOATOTOBKH  JIel K
apXUBHOMY XPaHEHHUIO.
Texnonorus
OpraHMu3alu
JTOKYMEHTO000pOoTa B
OpraHM3aLUIX
(YdpexneHusx).

camoaHaJn3a u KOPPEKIHSI
pe3yabTaToOB COOCTBEHHOU PaOOTHI;

- WCIIOJIb30BAaHUE 3aKOHO/ATEIIbHBIX U
HOPMATHUBHO-TIPABOBBIX ~ AKTOB  IPHU
TUTAHUPOBAHHUU
NPEANPUHIMATEIBCKON JIEATSILHOCTH
B ipodeccuoHanbHoi chepe;

- JIEMOHCTpAIys 3HaHUKW B 00IacTH
(uHAHCOBOI TPAMOTHOCTH,

- KOHCTPYKTHUBHOCTb
B3aUMOJICHCTBUS C OOyYaroIMMHuCH,
NpernoAaBaTesiIMA B XoJe 0O0ydeHus,
PYKOBOAMTEIISIMH yueOHOI "
IIPOU3BOJCTBEHHOM IPAKTHUK.
-cobmoeHne HOpM
po(hecCUOHATLHOM ATUKH;

— TOCTpOeHHE MPOPECCHOHATHLHOTO

o0ImeHnssT ¢ y4YeToM COIHaIbHO-
npogecCuoHaIbLHOTO craryca,
CUTyalluu OOIIeHHS, OCOOCHHOCTEH
T'pyHnIibl u WHIANBUAYAJIbHBIX
0ocoOeHHOCTEeH YYaCTHUKOB
KOMMYHUKAIIUU;

- TPaMOTHOCTh YCTHOM M MHUCHMEHHOM
peun;

- odopmieHue  JOKYMEHTOB B

cootBercTBun ¢ 'OCTowMm;
- SCHOCTH  (HOPMYITUpPOBaHHS U

W3I10KEHUS MBICIIEH;




- TpOSIBJICHUE TOJCPAHTHOCTH B
npoiiecce OOIIeHMS;

- coONIoICHHEe HOPM TIOBEIEHUS BO
BpeMs yueOHBIX 3aHATHIA;

- coluoieHne CTaHJapTOB
AQHTHUKOPPYIILIHOHHOTO ITOBEACHHS;
- co0iro1aeT HOPMBI JKOJIOTHYECKOM

0e30IMacHOCTH;

- oTpenenseT HaTpaBJICHUS
pecypcocOepekeHus B paMkax
poeCCHOHATLHON NIEATENILHOCTH 110
CIICHUAJIbHOCTH,

- 3(h}EeKTUBHOCTh  HMCIOJb30BaHUS
CpeAcTB (U3MYECKOW KyJIbTYpBI IS
COXpaHECHHS U YKPETUICHHS 3/I0POBbS B
mporiecce npodeccrnoHanbHON
ACATCIIbHOCTU u MoAACPIKAHUSA
HE0OXOAMMOTro YpOBHA (pu3nyecKoin
IOATrOTOBJIICHHOCTH,

- 9} GeKTUBHOCTh HCIOJb30BAaHUS B
npohecCHOHATBLHOM NS TeNbHOCTH
HEOOXOIMMOW JOKYMEHTAIlMH, B TOM
YUCJIC HAa MHOCTPAHHOM A3LIKC

Hepequb yMeHI/II\/'I, OCBAaMBACMbIX B paMKaxX JUCHUIIIINHBI

[IpumeHATH Ha
MIPAKTUKE
rOCyJJapCTBEHHbIE
CTaHapTHl, apyrue
HOPMAaTUBHO-
METOJINYECKUE
JOKYMEHTHI,
perJaMeHTHpYIOIIHe
OpTaHU3aIII0
JOKYMEHTAIHOHHOTO
obecrieyeHus
YIPaBIICHUS;
CocraBiATh u
MPaBUILHO O(QOPMIISATH
OCHOBHBIE BU/IBI
OpraHHU3aIOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB;
Odopmisath
MH(POPMAIIMOHHO-
CIPaBOYHYIO
JOKYMEHTAIHUIO;

- ohopmiIeHHE TOKYMEHTOB U peIlIeHUE

MPaKTUYECKUX CUTyalui c
HOPMaTUBHBIM IIPaBOBBIM
000CHOBAHHEM;

- HCIOJIb30BAHNE pa3IMYHBIX

WMCTOYHUKOB, BKJIIOYAs JIIEKTPOHHBIE
pecypchl, Meaua pecypcsl, MHTepHET-
pecypchl, IEPUOANUECKHUE U3IaHUS TIO
CTECIUATBHOCTH TUTst pereHus
npo(hecCHOHANBHBIX 3a7a4

- JIMOHCTpAIUsi OTBETCTBEHHOCTH 3a
NPUHATHIC PEIICHHS, 000CHOBAHHOCTb
camoaHan3a u KOPPEKIIHSI
pe3yabTaToB COOCTBEHHOU PaOOTHI;

- UCTOJB30BAaHUE 3aKOHOJATEIbHBIX U
HOPMATHUBHO-TIPABOBBIX ~aKTOB  IPHU
IUTAHUPOBAHHUU
NPEIPUHIMATEIBCKON JIeATEeTbHOCTH
B npodeccuoHaIbHOM cepe;

- JIEMOHCTpaIys 3HaHUKH B 00IacTH
(buHAHCOBOH TPAMOTHOCTH,

- KOHCTPYKTUBHOCTH

B3aUMOJICHCTBUSL C OOYYaroITUMUCH,
MPENoaBaTeNiIMA B XOJIe OOy4YeHUs,

- DKCIIEPTHOE HAOIIOICHNE
BBITIOJIHEHUS
MPAaKTUYECKUX 3aJIlaHUH,

- OIEHKa [0 UTOoraM
YCTHOTO onpoca
CTYJIEHTOB,

- HAOJIOJEHUE II0 UTOTaM
TECTUPOBAHUS,

- OIEHKa B
MIPOBEICHUS
MPOMEKYTOUHOMN
aTTeCTalluu.

mporecce




OdopMIsAT KaJIpOBYIO
JTOKYMEHTAIHUIO;
Odopmisath
MIPETEH3UOHHO-
HCKOBYIO
JTOKYMEHTAIHIO.

PYKOBOJIUTENSIMU yueOHOI U
IIPOU3BOJCTBEHHOM IIPAKTHUK.
-cobmroeHne HOpM
po(heCcCUOHATLHOM ATUKH;

— mocTpoeHHe MPO(HECCHOHATBHOTO
OOImIEHUsI ¢ Y4YeTOM  COIMAIbHO-

podecCHOHATHLHOTO cratyca,
CUTyallul OOIIeHUsi, OCOOCHHOCTEH
TPYIIIBI u WHTUBH Ty ATbHBIX
ocoOeHHOCTeH YYaCTHUKOB
KOMMYHHUKAIHH;

- TPaMOTHOCTb YCTHOM M ITMCBbMEHHOU
peun;

- odopmieHue  JOKYMEHTOB B
cootBercTBuM ¢ 'OCTowm;

- ACHOCTb  (opMyIupOBaHUS U
W3I10KEHUS MBICIIEH;

- TMPOSBICHUE TOJCPAHTHOCTH B
mporecce OOIIeHUS;

- cOOJIOJICHHE HOPM TIOBEICHHS BO
BpeMsi yUEOHBIX 3aHSTHIA;

- coOIroIeHue CTaHJapPTOB
AHTUKOPPYIILIMOHHOTO IIOBEICHU;
- coOIOIaeT HOPMBI IKOJIOTHYECKOM

0e30IMacHOCTH;

— orpesenseT HaTpaBJICHUS
pecypcocOepexeHHsI B pamkax
npo(heCcCHOHANLHOM JESTEILHOCTH T10
CTECIUATBHOCTH;

- 2(Q¢EeKTUBHOCTh  HCIOIH30BAHUS
cpeActB (HU3MYECKOW KyJIbTYPBI IS
COXPAaHEHHUS U YKPETUICHUS 3]JOPOBBS B
nporiecce npodeCCHOHATEHOU
JESITEIIbHOCTH u HOJICPIKaAHUS
HE0OXOoAMMOro YpOBHA (pu3nyecKoin
MOJITOTOBJICHHOCTH,

- 9} GeKTUBHOCTh HCIOJb30BAaHUS B
npohecCuOHATBLHOM NS TebHOCTH
HEOOXOIMMOW JOKyMEHTAIlMH, B TOM
YHCIlIe HA HHOCTPAHHOM SI3BIKE
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